Protect My Ministry
Planning Center 2.0 Integration

This guide offers a comprehensive overview of how to install and use the PMM 2.0
Integration with Planning Center People. Our plugin simplifies the process of
conducting background checks and managing child safety training, ensuring

compliance with necessary regulations. By following the outlined steps, users can

easily navigate the system, submit individual or bulk background check requests,
and access essential reports and tracking features.

Base Packages

Our Base Packages

Background Check Packages

- Essential: Suitable for low-risk roles such as parking lot attendants and greeters. «

Advanced: Recommended for roles involving children, such as camp leaders and youth

ministry leaders.

» Premier: Suggested for high-risk roles involving sensitive information.

"Eriges do nak inchude 11ate, court o cthaer seach bees

Essential

\.r

LS

LY

Multistate Criménal Search
National Sex Offender Registry
SEN Trace

Automatic re-verification of records and possible
records

Cne Countywide Criminal Search (Auto Populated)

Popular Add-Ons

» Motor Vehicle Report

« Credit Report

Advanced

L

Multistate Criminal Search

National Sex Offender Registry

SSN Trace

Automatic re-verification of records and possible
records

Unlimited Countywide Criminal Search {Auto

Populated - 7 yrs)

« Federal District Criminal Record Search

« Education Verification

» Employment Verification

Premier

+ Multistate Criminal Search

~ Mational Sex Offender Registry

« S5M Trace

~ Automatic re-verification of records and possible
reconds

« Unlimited Countywide Criminal Search (Auto
Populated - 7 yrs)

+ Unlimited Federal by District Search (Auto
Populated - 7 yrs)



@ Create unlimited custom packages in your PMM Portal

3  Child Safety Training

Lessons:

1. Defining Child Sexual Abuse

2. Victim Behavioral Characteristics

3. Characteristics of Child Molesters

4. Make a Difference

5. Reporting

6. Prevention

7. Policies & Procedures

Training Types:

» Volunteer : Lessons 1-5, 30-minute video
- Employee: Lessons 1-7, 1-hr video

- Employee-Spanish : Lessons 1-7, 1-hr video

Enabling the PMM 2.0 Integration

4  Click "Integrations"

[27] Church Information
% mailing Address ———
If;} Localization

(8] Church Center
[ Church Campuses

¥ Integrations

Tax ID Number @

Church Phone Number (i)


https://horizon-web-prod.protection-services.com/user/child-safety
https://horizon-web-prod.protection-services.com/user/child-safety

5 To find and enable the new Protect My Ministry integration with People, navigate
to your account settings.

o home Dashboard  Tasks
0 home
© people
£} Account settings rrofiles o SIEH e M_V workflow cards
Dasher Dancer Rudolph Rednose Background Checks
Mon Man
Betty Johnson Santa Claus e Emily Parbhoo  Step: Background |
Mon Moan
Mr Grinch Mary Lou Hoo
Mon Moan
Little Billy John Doe
Mon Maon
Jane Johnson Jack Black
Mon Oct 25

6  Click "Connect" on the 2.0 Protect My Ministry integration.

Integrations

Integrations connect your Planning Center account with other software. Integrations allow systems to talk to each other,
enabling you to get all your work done in one place.

Add-ons External connections

2.0 Protect My Ministry

https:/fhorizon-web-test1.protection-services.com/ 2

2.0 Protect My Ministry

¢ Connect

Ahaslr Checkr
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7  Click "Connect add-on"

Enable 2.0 Protect My Ministry

Enabling this acdd-on will make it available to all organization accounts.

& You're not done yet! Regardless of if you are a NEW or EXISTING customer of
Protect My Ministry, you must complete the PMM signup form before you use the

integration.

8 Once the integration is connected, you now have to authenticate your PMM and
PCO accounts. Navigate to any person profile, or the background check

dashboard.

£} Account settings

0 home
© people

{3} Account settings

A

Church Information
Mailing Address
&) Localization

¥ Church Center

&= Church Camnuses

@ Before you connect

Third-Party add-ons are external integrations not owned or
controlled by Planning Center. When an add-on is enabled, the
Third Party who built it may access your information.

Before using any Third-Party add-ons, take a moment to review
their privacy settings, policies, and notices. If you have any
questions or concerns, please reach out directly to the add-on

provider.

Cancel

Organization Products Billing People

'rators that have not enabled two-step verification for their login. Review now.

Integrations

Integrations connect your Planning Center account with of
enabling you to get all your work done in one place.

Add-ons External connections

2.0 Protect My Ministry

https://horizon-web-test1.protection-services.

2.0 Protect My Ministry
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9 Click "Order background check with 2.0 Protect My Ministry" in the person's
profile or "New background check" in the background check dashboard.

&  Membership type ~ -

Order background check with 2.0 Protect My Mihistry

Add manual background check

Household

Betty has not been added to a
household yet.

Add one now or learn more

10 Click "Authorize"

EXTERMNAL ADD-ON

e,
"? Order a background check with PMM

Add-on support (2

Connect your account

a In order to use this add-on, you'll first need to provide

authorization to allow Planning Center to access your
data.

Authorize

D O @




11 Click "Allow".

G planning center

AUTHORIZATION REQUIRED

A

((®))
-\\"\.,_{Iu

2.0 Protect My Ministry

Would like to access data from
MB in the following applications:

People

e “

Enter your PMM credentials you received after completing signup. If you have not
12  completed the signup form, use this link or select the "Create Account" link on the
screen. You will not be able to authorize the integration until signup has been

completed.

€ PROTECT

Sign in to Protect My
Ministry

Business Email

Password

Forgot Password?

Mew to Protect My Ministry? Create an Account

& You won't be able to start ordering background checks until your account has
been credentialed. Once you have been approved and set up, you will receive an

email from PMM.
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Ordering Background Checks and Safety Training -
Single Order

13 Intheintegration, you can select your screening package, state where
employment will occur, and add a Safety Training to the order if desired.

If you aren't sure which screening level is right for the applicant, or you need to
see the services included in each, you can click "Compare Levels" to be taken to
the PMM portal packages page.

At any point in using the integration, you can click "Go to Protect My Ministry" to
visit your PivivtPortal.

@
e’ Order a background check with PMM (=)

Add-on support (2

Invite Details > Review & Send

Start a Background Check Invite

@ Screening Level® @ Compare Levels

Select level . -

Q@ Volunteering Location*
Whare will employment [ volunteering take place?

Geargia

B Add Child Safety Training [Optional)
Safety Training is enabled on your account. Simply add it to wour invite,

Mo Safety Training

Go o Protect My Ministry



https://horizon-web-prod.protection-services.com/user/background-checks
https://horizon-web-prod.protection-services.com/user/background-checks
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14  Clicking "Screening Level" will show you the active base packages as well as any
custom packages in your account.

¥ Screening Level* @ Compare Levels
Select level i

CUSTOM SCREENINGS
2 County Auto
GCIC

Preferred

Premier + MVR Custom Package
SCREENING LEVELS

Essential !f: ;

Premier

Go to Protect My Ministry

15 The Volunteer Location will be pre-populated with the state of residency for the
ordering user. It can be changed to any U.S. state and should be updated to
reflect the state where employment or volunteering will occur.

EXTERMA

. L d
v Order a background check with PMM

Add-on support 2

Invite Details » Review & Send

Start a Background Check Invite

@ Screening Level* @ Compare Levels

Essential -

n

@ volunteering Location®

‘Where will employment fvalufteering take place?

Georgia

B Add Child Safety Training (Optional)
Safety Training is enabled on your account. Simply add it to your invite.

Mo Safety Training



16 If desired, add Child Safety Training to the order. The applicant will receive a
separate link via email to complete this training.

© Screening Level* @ Compare Levels

Essential -

@ Volunteering Location®
Where will employment [ volunteering take place?

Georgia

Bi Add Child Safety Training (Optional)
Safety Training is enabled on your account. Simply add it to your invite,

No Safety Training
Employee O
Volunteer

Employee - Spanish

v  No Safety Training

17

Once all required fields have been completed, click "Continue".

essenual x

Q@ Volunteering Location®
Where will employment [ volunteering take place?

Georgia -

Bi Add Child Safety Training (Optional)
Safety Training is enabled on your account. Simply add it to your invite.

Employee -

Go to Protect My Ministry
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On the next screen, you can expand and view the invite details to see what
screening level and safety training may have been selected. You will also be
required to input the applicant's email if one does not exist in their profile.

L]
@ Order abackground check with PMM ()

Add-on support 12

Irwite Details > Review & Send

< Review Invite Details

& lavite Details

Johnson, Betty

- Essential

. ! ;’Iid @Ml 3IAress is requensd

- Child Safety Training (Employee)

© Add Billing Reference (Optional)

& Sign FCRA Certification®

Fair Credit Reporting Act = Client Certification

By requesting a background check report fram Pratect My Ministry you
cartify the following:

& Wi hsun sl tha bk seanliesnsfeekintanr uith 5 slass s ssne nlsnse

@ If the applicant wishes to have the invite(s) sent to a different email address than
the one saved in their profile, you can change it in the invite details section
without it updating in their profile.



19 When adding a billing reference, you can select from pre-made references set up
in your PMM Portal or you can create a new reference.

e R

- Child Safety Training (Employee)

© Add Billing Reference (Optional) & ~

©select from your existing references

N
' Select Billing Code L +)

() Create a new reference

B Sign FCRA Certification®

Fair Credit Reporting Act - Client Certification

By requesting a background check report from Protect My Ministry you
certifv the followina:

& Creating a new reference in the order will NOT save to your list of custom billing
references in the PMM Portal. If you wish to reuse this reference, it will need to
created in the PMM Portal.

20 The last step is to review and sign the FCRA Certification. You will not be able to
send the invite until the certification has been made.

Fair Credit Reporting Act - Client Certification

By requesting a background check repart from Protect My Ministry you
certify the following:

» You have provided the job applicant/volunteer with a clear and conspicucus
disclosure advising them that a background check report may be obtained for
employmentfvolunteer purposes and have received their authorization to obtain
the report;

# ‘You will comply with any adverse action requirements as described in the Fair
Credit Reporting Act, if applicable (15 U.S.C. &sect;&sect; 1681b(3) and
1681m(a)); and

= You will not use information contained in the background check report in
violation of any applicable Federal or State equal employment opportunity |aw or
regulation.

£,
|| Click here to certify that you have secured authorization and will adhere to these legal
. /rgqultemems

Go to Protect My Ministry

11
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21 Click "Send Invite"

employmentvoILUNIear purposes ana nave receivea tNeIr autnorization o oplain
the report;

= You will comply with any adverse action requirements as described in the Fair
Credit Reporting Act, if applicable (15 U.5.C. &sect;&sect; 1681b(3) and
1681m(a)); and

« You will not use information contained in the background check report in
violation of any applicable Federal or State equal employment opportunity law or
regulation.

Click here to certify that you have secured authorization and will adhere to these legal
requirements

Go to Protect My Ministry Send Invite

22 Upon successful completion of an order, you can close the integration modal or
visit the PMM Portal.

L ADD-0ON

o,
% Order a background check with PMM

Add-on support (2

©

Your invite email has been sent!

An email has been sent to the selected candidates with an invite to a background check [and
safety training). You can track the status of the check on Planning Center.

Want to explore more? Visit your Protect My Ministry account to crg@te custom invites, packages
and more! |

Go to Protect My Ministry

12
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Ordering Background Checks & Safety Training -
Bulk Order

23

From the background check dashboard, select "New Background Check".

© people (]
@
= o
RECENTLY EXPIRED ; 7y &
IMVITATIONS EXFIRING 500H RECEMTLY EXPIRED =
=0 =) =)
Finer ¥ 18 Corrent checks oy Search by name
16 Background checks m-
FIRST HAME LAST HAME CREATED BY CREATED DATE BOURCE CHECK STATUS ETATUS UFDATED DATE EXPIRATION DATE COMPLETED DATE
Bty Johngda TW20/2024 2.0 Protect My Minsiry Repart prodeisng TRH2024 o8/2W2028
Mr Grieeh WR02024 2.0 Protect My Minstry  ROPOTT EEOCESTNG R0 O5/ZNR025
Santa Class 202024 2.0 Protect My Minkiry Haating aepbcant R2K2024 OS/2N2028
Chris Beard 1yrafz0za 2.0 Protect My Minsiry  Awaiting appkcant R4 0570025
Dashar Dancer Wrarz02a 2.0 Protect My Ministry  Asvaiting appbcant 1192024 05/2002025
Chris Beard 2 82024 CBEARD TOREN Report processng TINgz034
Jack Black Emity Parthon 10/30/2024 Manual Complete (Chear) 232024 MIf02028 23024
Wesion Feal Ja Lepez 1002024 Complete (Mot chear] WO/2024 WoNz0E o024

24

You can search and add as many applicants as you want to your order.
&

Add Candidates » Invite Details » Review & Send

Protect My Ministry

Add-on support (2

& Select Candidates*
Who are you inviting to a background check?

rud

/ g b
Rudolph Rednose
Na Email_ Mo phqﬁe

—’

Dancer, Dasher
dasher@gmail.com

Q Volunteering Lacation®
Where will employment / volunteering take place?

Georgia

13



Ensure the volunteering/employment location is correct, or update and then click
25 "Continue".

. -
v Protect My Ministry (o)

Acd-on support (£

Add Candidates » lwvibe Detads » Fevew & Send

& Select Candidates®
Wha are you inviting 10 a background check?

Mary Healy

[3) Contacts Added

Healy, Mary
many.healyEminmsirybrands.com

FRednose, Rudoiph
Dancer, Dasher

dasher@gmail.com

9 Volunteering Location®
Wihere will employment | voluntesring take place?

Dhedrwang

Go 1o Protect My Minsstry

26 Select the desired screening level and safety training and click "Continue".

v;' Protect My Ministry

Add-on support (2
Add Candidates » Invite Details > Review & Send

Start a Background Check Invite

@ Screening Level* @ Compare Levels

Premier -

B Add Child Safety Training (Optional)
Safety Training is enabled on your account. Simply add it to your invite.

Volunteer

Go to Protect My Ministry

14



Once you have reviewed the invite details, ensuring each applicant has a valid

email, added a billing reference if desired, and signed the FCRA Certification, you

can click "Send Invite" to place the order.

Add Candidates > Invite Dethds > Revew & Send

< Review Invite Details

= Inwite Details

@ Add Billing Reference |Optional) &

® Sign FCRA Certification®

Fair Credit Reporting Act - Client Certification

By requesting a background check report from Protect by Ministry you
certity the following:

= You havo provided ik job applicantheclunieer with a cloar and conspicucus
iSCI0SrD Svisng TNam That & DACKGFOUNG Check TepON My e oBmngd for
employmenthvoluntesr purposes and have recehnd their suthotization to obtain
the repart;

= You will comply with ary adverss action requirernents as described in the Falr
Cracit Ropoming Act, if apphicanie (15 ULS.C. SsectAsect; 16810(3) and
1ESImia)); and

= Yiou will not use infarmation contained in the background check report in

vislation of any SppScatie Federsl of SHate equal emplyment copartunity Liw of
regaation.

B3 Click here to certify that you have secured authorization and will adhere to these kegal
requirements

Go 1o Protect My Ministry @

15



4
Tracking Orders

28 The background check badge in their profile will display the following statuses.
You can also see the status description per applicant in the background check

dashboard.
Status Tags Icons
Awaiting applicant @ Awaiting applicant i
Report processing @ Report processing ® -
Needs review © Needs review Q -
Expired invitation © Expired invitation Qo -
Complete (Not clear) © Complete (Not clear) 9 -
Complete (Clear) @ Complete (Clear) Q -
Canceled © Canceled QO -

After you place an order with PMM, the background check badge will update
colors based on where it is in the process. You can also click the badge icon to see
more details about the order.

&  Membership type ~ m

Awaiting applicant — View details

tation sent 11/20/2024

Order background check with 2.0 Protect My Ministry

a Add manual background check

IO e

Betty has not been added to a
household yet.

Add one now or learn more

16
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30 From the background check dashboard, you can filter different statuses and see a
list of all ordered background checks.

RECEMTLY EXPIRED
INVITATIONS CONSIDER
=0 =
Filter = 8 Current checks only Search by name...
15 Background checks
FIRST NAME LAST NAME CREATED BY
Betty Johnson
hr Grinch
Santa Claus
Chris Beard

& Safety Training tracking does NOT appear with the background check tracking.

CREATED DATE

1/20/2024

11/20/2024

11/20/2024

112/2024

EXPIRING SOON

=40

SOURCE

2.0 Protect My Ministry

2.0 Protect My Ministry

2.0 Protect My Ministry

2.0 Protect My Ministry

RECENTLY EXPIRE

=0

CHECK STATUS

Report processing

Report processing

Awaiting applicant

Awaiting applicant

5TAT

120

1120

1120

120

31 Toview Safety Training, click the Notes sections of the person's profile. Here, you
will see a new entry every time the status updates for their training.

The status will remain 'In Progress' until they successfully complete and pass the

training quiz.

Santa Claus s -

sbeard.io

F Profile Notes

I Aetivity Filter notes by: | Al categorios =
m Communication

= Workflows
Traiming for Sania Claus

[ Nates Requést 10: bEbO0653-8440-46e1-80af-bb BB c 1076
TimestapeTTHL
StatusiComplated

B Forms
Seone: 90

Certdicate URL: hMpsiMonzon-web-1estLprotection- senvices. comArainnalc anificale b6 90653 -04-40-4 501-39a8- bbIGE4 16076 Fal s

Traird ng for Santa Claus
Request 10 b
Timestamp: 122024
Stars: inProgress

53-§a40-4501-82a0-bDTGEAC1e0TE

Child Sadq

Chid Safe

17



32 Training will not be marked complete until the applicant has clicked "View
Certificate"!

@ PROTECT

Results

100%

25/25 Correct

Retake Exam 1 ‘ View Results I View Certificate

& If an applicant's training shows a status of 'In Progress' but they confirmed they
completed it, and passed, instruct them to revisit their training link and select
"View Certificate".

18
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Reviewing Background Check Results

33 Once a background check report has been completed, you will be notified via
email. You can click the link in the email to view the report, or you can navigate to
the report through the individual's profile in Planning Center.

Click the badge icon to see the status of the report and then click View Details.

O 0 @

Needs reliew — View details

Order background check with 2.0 Protect My Ministry

&

Add manual background check

Household

Betty has not been added to a
household yet.

Add ane now or learn more

Enroll into our auto-assessment feature to have PMM automatically mark
@ applicants as Clear when no records return on their report. This is a paid
feature. Contact compliance@protectmyministry.com to learn more!

19
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34

35

com
com
com
com
com
com
com

com

If you are not enrolled into auto-assessments, all reports will come back with a
'Needs Review' status. To view a report and make an assessment, click the
hyperlink source '2.0 Protect My Ministry' in the view details modal.

View details

Current status

Meeds review Completed: 11/20/2024

Source: 2.0 Rrotect My Ministry

Show note

If you are not enrolled into auto-assessments, all reports will come back with a

'Review' status. To view a report and make an assessment, click on 'Review' in the

assessment column and then Edit Assessment.

D View 10/17/2024 Pending O View

D View 10/17/2024 ~ Completed O View 0 Eligible

D view 1041742024 - Completed D View () Eligible :

D view 10/17/2024 - Completed D View () Eligible :

D view 10/17/2024 - Completed D View () Eligible :

D view 10/17/2024 ~ Completed O View O Eligible :
10/17/2024 * Completed 0 View O Eligible :

D View 10/17/2024 - Completed O View i :

# (Edit Assessment

SO T=IoT e

20
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36 From here, you can view the report and determine if the applicant is Eligible for
the role or if it should be Escalated for further review within your organization.
Make sure you save changes to the assessment.

Assessment

@ ) Review
() OEiigible

O @ Escalate
TEST USlN a6
OB BTG
BN 00 - MR
Agsrew B 30, autens, A W03
Ertratce My Aipha Teut
AE CORMMENDA TR e o
Save Assessment
Prefamed
INSEIAM S TR i PGS ST Ry e it PRAGCESSED

Adote Seowny Muraer Trect wea pooessrd ¢ o of e moon

37 Your assessment will then be reflected in their Planning Center profile.

O © O

&  Membership type ~ m

Jack has not been added to a
household yet.

Add one now or learn more



PMM Portal Instructions

38 Click "Packages"

@ PROTECT

@ Background Checks Background Checks

New Results @ Alerts @ Due for Rescreen €
0 ¥ View 0 ¥ View 0 Y
Q, Search All “w Al
0 selected & Archive
Name Email Authorization Date Re

Here you can view our base packages and add-on services. You can also
39 deactivate packages that your organization doesn't use, they can be reactivated at

any point.

+ Custom Package

Our Base Packages

Essoential Advanced Premier

wx Offender Registry

“ View Add-Ons

22



For pricing information, refer to your proposal. If you need assistance in locating

your pricing, reach out to sales@protectmyministry com or
support@protectmyministry.com

40 To create a custom package, click '+ Custom Package'

—
+ Custom Pack

Advanced Premier

23
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Name your package something that will help you identify when it should be used.
41 vou could also put the pricing (obtained from your proposal) in the title for easy
reference.

o Name - Base Package - Add-Ons

What would you like to name this package?

Vacation Bible School

@ Tip: Use a name that will help you remember the purpese of this package and its searches, as it will be the package
name that appears when selecting yeur erders. This package name will not appear in repeorts.

42 Click here.

Choose your Base Package Coming Soons Coring Soond Summary

Essential
[ Selected
— Vacation Bible

School
Multi-State Crimimal Search

Mational Sex Offender Registry Search

Base Package
55H Trace

Essential Package

County-wide Criminal Search (Aute-Pepulated - 7 years) One + Mubiistate Criminal Search

1 « Mational Sex Offender Registr
Federal by District Search {Auto-Papulated = 7 years) . e sty
S5M Trace

« Automatic re-verification of records and possit
records

» One Countywide Crminal Search (Auto Popula

Continue to Add-Ons

*Mandatary state, eourt, or jurisdictional fees may

| d ot wish to have a base p.\(‘k.arJL‘ as part of this custom package

24



43 Click "Add" to all the services you want to add to your package.

Choose your Add-Ons
M Motor Vehicle Records Search

#» Motor Vehicle Report

al& Criminal Records Search

#» Federal Felony And Misdemeanor

s County Felony and Misdemeanor

2 National Combo Search

44  (Click "Save Package"

+ Add

+ Add

+ Add

+\Add

+ Add

[_+ Add ]

Base Package

Essential Package
Multistate Criminal Search

L8

Mational Sex Offender Registry

3

~ 55N Trace

4

Automatic re=verification of records and possible

records

- One Countywide Criminal Search (Auto Populated)

Add-Ons

Mator Vehicle Report °

Save Package

*Mandatory state, court, or jurisdictional fees may apply.

n

25



& 'Basic’ packages containing limited services such as the Multistate Criminal
Search, National Sex Offender Registry, and SSN Trace are NOT best practice.
It is not recommended to screen employees and volunteers with this level of
screening as your risk for missed records is high.
For more information about the risks of using just a national criminal database
search, visit our blog post.

Account Settings

To access your account settings, click the settings gear in the top right. Under

45 General settings you can set notifications, the time interval at which invitations
should expire, rescreen intervals, retraining intervals, as well as upload your own
logo to show in the Ul and on email templates.

General

Hotificatiors Motsly me miven
hoou how and whien we contact yeu We may &b u i
Bl 4o applicant indsation & expines

Reseqesn Interval - Baechground Checks

Retraining nterval - Chld Safety Tealnng

s @R PROTFCT

@ If you're using an integration and the ChMS allows you to set a rescreen interval, it
does not automatically update in the PMM Portal. Be sure to align the rescreen
intervals across platforms for consistency.

26
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To create, edit, and delete billing references, click the Billing References tab. Here

you can create as many custom billing references as you'd like, as well as set a
default billing reference.

scount Settings

neral Qrganization Details Profile Update Billing Billing References Agreements Invite Email Integrations

Billing References

These codes can be used to tag + New Code
background check orders by billing

Qroups.

Title

Mo records to display.

To view or edit Disclosures & Authorizations, select the Agreements tab. You can
choose to use the default template provided by Protect My Ministry or create your

own. Switch to Authorization by selecting the Authorization tab. Make sure you
save any changes made.

47

Account Settings

General Organization Details Profile Update Billing Billing References Agreements Invite Email Integrati
Disclosure Authorization
Preferences Text

Use Default Disclosure Text

@ Create Custom Disclosure Text

A Please carefully review this text. You understand that any changes you make and save will be presented to your applicants :
egally responsible for its content.

Custom Disclosure Text

m
-y
=
B
|
L]
[ifl
]
[iel
el
1]
il

[ =]

Use the text editor on the right to write your X, X (=] m Font - l6px - Format block -

27



To create, edit, or delete custom invite templates for Background Checks and

48 safety Trainings, select the Invite Email tab. You can also select one Background
Check template and one Safety Training template to serve as the default template
used on your invites.

Account Settings

General Organization Details Profile Update Billing Billing References Agreements Invite Email Integrations

Invite Email
Templates @ Background Checks

This is the email your applicants receive when you invite them to complete a background check. Select "+ Email Template” to create and save custom email
templates that suit your organization's needs.

Sort By Newest First ~

+ Email Template

Invite Email .
# Child Safety Trainin i 7 5

This is the email your applicants receive when you invite them to complete a child safety training. Select "+ Email Template™ to create and save custom email
templates that suit your arganization's needs,



49 When creating or editing an email template, ensure you title it in a way that will be

informative of when it should be used.

In the body, you can add whatever content you like as long as it incorporated the

tags noted below. These tags will automatically populate the corresponding

information: Applicant's First Name, Applicant's Last Name, your organizations
name, and the invitation link.

If you've added a logo to your account, you can include it in your email templates.

Make sure you save any changes.

¥ {
Edit Email
g . ; Email Template Name
Customize the fields on the right to create an
email for a specific use case. iternal Use Only. Example: "Volunteer Ema

[ClientName]

© Important

[ApplicantFirstName], [ApplicantLastName],
[ClientName] and [InvitationLink] are required
tags in the email body.
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Background Check Dashboard

50 You can utilize the background check dashboard to easily filter for recently
completed reports so you can view the report and make an assessment.

@ PROTECT

@ Background Checks Ba Ckg round Checks

]
New Results & ' Alerts @ Due for Rescreen €
9 Y \’f“.u'n‘ | 13 " \,'I!q_"l\' 48 Y \!'
Q, Search All “ Al
O selected & Archive
Name Email Authoriza

[w)

janedee@fakeperson.com

Safety Training Dashboard

The Child Safety dashboard allows you to track all of your safety trainings in one
pace.

51

& PROTECT

9 6 Child Safety Training

Mew Results € Due for Retraining €
3 ¥ View 0 ¥ View
Support
O o A ll
L Search All e
0 selected © Cancel Training B Archive
Name Email Requestol
Home Mary Healy mary. healy@ministrybrands.com Mary Heal
Error Log TSR S e g g g
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52 You can easily filter for recently completed trainings to view applicants' scores and
certifications.

Child Safety Training

Mew Results Due for Retraining @

3 Y | O ¥ view

C A w
O selected O Cancel Trawng W Archiv
Mame Ernad Requestor Date Requested Status Score
ary healy@mi Mary Healy ] 5 AM Pending
it s Mary Healy 12172024 52926 AM Pending
T lar 2ok W3S 2024 2:40:08 PM 1 Expived o
lganEgmal com Ervily Parbbao /20,2024 9:2115 AM Ponding 0
i ] Ch (e 1r Canrrpdrte-d B
ad+ h 1 ' Pending
T Ch Ty Pending
C dashis com E 192024 5216 PM Sent (o]
R my/s n
53 Click "View
Requestor Date Requested Status Score Certificate
Chrstopher Beard W20/ 2024 12:56:46 AM Completed 80 D View
n Midhi Patel /42024 10:30:40 AM Completed 96 0 View
Jennifer Fowler 2/1y2024 65745 Completed o O wview




54 You can print the certification and save for your records.

Child Safety Training Certificate

@ PROTECT

This certifies that

Santa Claus

has successfully completed the Child Sexual Abuse
Prevention Training Course and examination,

80%

20425 Correct

Wednesday, November 20, 2024
Date Completed

I/’@
-

55 Due for Retraining is another quick filter to easily identify who has expired

training based on the expiry interval assigned.

Child Safety Training

giins W
New Results @ Due for R rainiqg ;]

3 . Restore 0 \H_#J/T View
Q, Search All W
0 selected B Archive
MName Email
Santa Claus contact@chrisbeard.io
California Order test] nidhi.patel@ministrybrands.com

Jennifer Fowler

jenniferfowler@ministrybrands...

Requestor

Christopher Beard

Midhi Patel

Jennifer Fowler

Date Reques

11/20/2024 1z

11/4/202410:,

2/1/2024 6.5
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